
AutoChoice 
Tutorial 

October 2016 
 

AutoChoice.gsa.gov 

 

Right Vehicle, Right Price, Great Service  
and the data required to effectively and efficiently manage a fleet 

GSA Office of Fleet Management 



AutoChoice Modernization 

 
ω AutoChoice has been redesigned on a new, modern platform.  Improvements 

include: 

ς Increased security 

ς New user permissions 

ς Ability to save incomplete orders for 14 calendar days 

ς New report fields 

ς 50 state emission and low green house gas identifiers 

ς Display of estimated shipment date 

ς Mobile-friendly design 

ς Improved navigation and work flow 

 

ω The look may be new, but the over-all process remains the same. 



GSA Office of Fleet Management 
Vehicle Purchasing Division 

About us: 

ω We leverage the government's buying 

power to purchase more than $1 billion in 

vehicles and automotive products 

annually at significant savings for 

customer agencies.  

ω Contracts are awarded using full and open 
competition directly with the Original 
Equipment Manufacturers (OEMs) and 
their representative suppliers/dealers. 

ω According to 41 C.F.R. § 101-26.502, GSA 
is the mandatory source of supply for the 
purchase of all new non-tactical vehicles 
for all federal executive agencies and the 
Department of Defense. 

ω ADM Order 4800.2I authorizes other 
eligible users that may procure vehicles 
using GSA contracts. 

Benefits of using AutoChoice: 

ω Permits various levels of user rights 

defined by Agency Fleet Managers. 

ω Configure vehicles and choose optional 

equipment. 

ω View side by side comparisons of vehicle 

models from vendors. 

ω Calculate total price. 

ω View miles per gallon fuel ratings and 

green house gas rating. 

ω Submit your vehicle orders online. 

ω Check vehicle order status online. 

ω Professional contracting teams. 
ω Professional engineering services 

including technical assistance and vehicle 
design services. 

ω Dedicated Customer Support team. 

 

 



Types of Vehicle Buying Programs and Related 
Products Offered 

AutoChoice  

ω Ambulances 

ω Buses 

ω Incomplete light-duty cab and chassis 

ω [ƛƎƘǘ ǘǊǳŎƪǎ όLƴŎƭǳŘŜǎ tƛŎƪǳǇ ǘǊǳŎƪǎΣ {¦±Ωǎ 

and Vans) 

ω Light trucks with vocational bodies 

ω Medium and heavy trucks 

ω Sedans 

ω Station wagons 

ω Wheelchair vehicles 

ω Wreckers and carriers 

 

MAS - Schedules: 
ω Aerial devices and digger derricks 
ω Construction and road maintenance 

equipment 
ω Firetrucks 
ω Low speed vehicles 
ω Remanufactured engines 
ω Tankers 
ω Tires 
ω Trailers 
ω Trash collectors and recycling equipment 
ω Vehicle accessories and equipment 
ω Vehicle leasing 
 
Express Desk: 
ω For Urgent and Compelling Vehicle 

Requirements 

 



Access AutoChoice 
You can access AutoChoice at autochoice.gsa.gov 

Click on the AutoChoice link to go to the log in page. 



Accessing AutoChoice 
Current AutoChoice users should log in using their existing account. 

New users will need to self-register. 

Click here to Register as a new user 



Current AutoChoice Users 

Å The first time you log into the new AutoChoice site you will be required to create a 
ǎŜŎǳǊƛǘȅ άIƛƴǘ vǳŜǎǘƛƻƴέ ŀƴŘ άIƛƴǘ !ƴǎǿŜǊέΦ 

Å Make sure your other information is up-to-date. 
Å /ƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ 



New User Registration 

ω Fill out User 
Registration Form. 

ω Required Fields are 
marked with asterisk. 
(*) 

ω You must create a 
unique user name 
and password. 

ω Passwords must be 8 
to 16 characters with 
at least one number, 
one upper-case 
letter, one lower-case 
letter and one special 
character. 



New User Registration 

ω It is important the you 
register under the 
correct Agency Code and 
Bureau Code. 

ω If you do not know your 
codes, contact 
vehicle.buying@gsa.gov. 

 

ω AutoChoice validates 
Activity Address Codes 
(AAC) against the 
Agency Code you are 
registered under. 

ω If your AAC does not 
match your Agency 
Code, you will not be 
able to save an order. 

mailto:vehicle.buying@gsa.gov


User Profile 

hƴŎŜ ȅƻǳ ƘŀǾŜ ŎǊŜŀǘŜŘ ŀƴ ŀŎŎƻǳƴǘ ŦƻǊ !ǳǘƻ/ƘƻƛŎŜΣ ȅƻǳ Ŏŀƴ ǳǇŘŀǘŜ ȅƻǳǊ ǇǊƻŦƛƭŜΦ   /ƭƛŎƪ ƻƴ ǘƘŜ άtǊƻŦƛƭŜέ ƭƛƴƪ ŀƴŘ 
update your data.  Make sure that your email and telephone number are up-to-date. 



Forgot Your Password? 

Å On the AutoChoice Sign-In screen 
o ¢ȅǇŜ ȅƻǳǊ ¦ǎŜǊ bŀƳŜ ƛƴ ǘƘŜ ά¦ǎŜǊ bŀƳŜέ ŦƛŜƭŘ 
o /ƭƛŎƪ ƻƴ άCƻǊƎƻǘ tŀǎǎǿƻǊŘΚέ ƭƛƴƪ ōŜƭƻǿ 

Å On the Forgot Password page 
o Lƴ ǘƘŜ άtŀǎǎǿƻǊŘ Iƛƴǘ !ƴǎǿŜǊέ ŦƛŜƭŘ ǘȅǇŜ ƛƴ ǘƘŜ 

answer to your security/password hint question. 
o Lƴ ǘƘŜ άbŜǿ tŀǎǎǿƻǊŘέ ŦƛŜƭŘΣ ǘȅǇŜ ŀ ƴŜǿ ǇŀǎǎǿƻǊŘ 
o Lƴ ǘƘŜ ά/ƻƴŦƛǊƳ bŜǿ tŀǎǎǿƻǊŘέ ŦƛŜƭŘΣ ǊŜǘȅǇŜ ȅƻǳǊ 

new password. 
o /ƭƛŎƪ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴΦ 
 

 



In-active or Locked Account 
Å If your account has been de-activated or if the password reset will not work for you, send an 

email to vehicle.buying@gsa.gov providing your AutoChoice User Name, First Name and Last 
Name.  Note that GSA automatically de-activates accounts that have not been accessed in over 
two years. 

Å Our customer service team will review your request and if everything looks ok, your account 
will be reactivated. 

 
 
 

Å When your account is 
reactivated, our system will 
automatically generate an email 
to the email address stored in 
your user profile.  The email will 
contain a randomly generated 
temporary password that is good 
for only 5 calendar days. 

Å Log into AutoChoice with your 
User Name and generated 
password from the email. 

Å AutoChoice will then force you to 
the User Profile page to create a 
new password. 

mailto:vehicle.buying@gsa.gov


AutoChoice User Rights 

 ω When you register for AutoChoice, you will automatically have level 2 rights to view and create pending 
orders.  However you will not automatically have rights to submit orders to GSA. 

ω User rights are determined and administered by your Agency Fleet Manager or their designee.  If you are 
unsure of your Agency Fleet Manager or designee, contact vehicle.buying@gsa.gov. 

ω Agency Headquarters rights can only be granted by GSA Fleet.  If you are an Agency-level Fleet Manager 
please contract your GSA Fleet Customer Care representative or email vehicle.buying@gsa.gov. 

 

 

 

mailto:vehicle.buying@gsa.gov
mailto:vehicle.buying@gsa.gov


Before you Begin 

ω Vehicle orders are placed using FEDSTRIP/MILSTRIP data for payment purposes 

ς Agencies will be billed based on the AAC or DODAAC provided on each order (see 
slides 28 and 29) 

ς Requests for DoDAACs or Activity Address Codes (AAC) are firmly controlled, and can 
only be forwarded by the designated ordering official from your Agency.  

ω For more information, visit http://www.gsa.gov/portal/content/103940 then click 
ƻƴ άIƻǿ Řƻ L ǊŜǉǳŜǎǘ ŀƴ !ŎǘƛǾƛǘȅ !ŘŘǊŜǎǎ /ƻŘŜ ό!!/ ƻǊ 5ƻ5!!/ύέ ƻǊ 

ω Email ordermgmt@gsa.gov 

ω We cannot accept credit cards as payment. 

ω GSA Fleet does not purchase used vehicles.  All orders are for the current model year. 

ω With the exception of our Express Desk program, GSA Fleet does not purchase pre-built 
vehicles sitting on dealer lots. 

ω Your vehicle order will be sent to the appropriate manufacturer for production and built to 
your specifications. 
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Home Page 



Vehicle Selection 

Start your order by using one of the two methods to select a vehicle: 
ω Quick Selection - if you already know the standard item number. 
ω By Type - expand categories to view types of vehicles available. 



View Vehicle Specifications 
Easily compare GSA minimum standards and vendor offerings for each model.  


